
CITY OF FRANKLIN 

Job Description 
   

Job Title:    Patrol Officer  

 

Department:    Police 

 

Appointing Authority:  Chief of Police/Fire and Police Commission 

 

Reports To:    Sergeant of Police 

 

Salary Grade:     

 

FLSA Status:    Non-Exempt 

 

Prepared By:    Dana Zahn 

 

Prepared Date:   November 13, 2013 

 

Approved By:   Common Council  

 

Approved Date:  November 19, 2013 

  
    

Summary 
The Patrol Officer performs a variety of law enforcement and social services work that enhances the 
safety, security, civil order, and stable atmosphere of the community.  Duties include but are not limited 
to security and crime prevention patrols; traffic control and traffic law enforcement; investigation and 
first aid at accident scenes; response to calls for service including rescues, crimes, and community 
service; and detection, investigation, apprehension, and arrest of persons involved in crimes or 
misconduct. 

 

Essential Duties and Responsibilities 

Essential duties and responsibilities include the following. Other duties may be 

assigned. 

 

Enforce all City and State codes, ordinances, laws and regulations (both traffic and 

criminal) in order to ensure public safety, prevent crime, and promote security. 
 
Perform security patrols, traffic control, investigation and first aid at accidents; detect, investigate, 
apprehend, and arrest persons involved in crimes or misconduct. 

 
Use sound judgment in deciding course of action, handle difficult and emergency situations, with or 
without assistance, in a manner appropriate for the situation and exercises rational judgment in all job 
responsibilities  
 
Carry out duties in conformance with Federal, State, County, and City laws and ordinances. 

 
Work cooperatively with supervisors and coworkers, direct traffic, patrol City streets, parks, commercial 
and residential areas to preserve the peace and enforce the law, control vehicular traffic, prevent, detect 
and investigate misconduct involving ordinance violations, misdemeanors, felonies and other law 
violations and to otherwise serve and protect. 
Respond to emergency radio calls and investigate accidents, robberies, civil disturbances, domestic 
disputes, fights, drunkenness, missing children, prowlers, abuse of drugs, etc. Take appropriate law 
enforcement action. 
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Interrogate suspects. Question witnesses and drivers. Gather and preserve evidence. Apprehend and 
arrest violators. Investigate and render assistance at scenes of vehicular accidents. Summon ambulances 
and other law enforcement vehicles. Take measurements, and photographs, document information, and 
draw diagrams of scenes. 

 
Conduct follow-up investigations of crimes committed during assigned shift. Seek out and question 
victims, witnesses and suspects. Develop leads and tips. Search scenes of crimes for clues.  Protect, 
collect, preserve and describe evidence.  Analyze and evaluate evidence and apprehend/arrest offenders. 
Prepare thorough documentation.  Prepare cases and testify in court proceedings. 

 
Prepare a variety of reports and records in conformance with department policy, procedure and 
standards of accuracy including officers' daily logs, reports of investigation, field interrogation reports, 
alcohol reports, influence reports, intoximeter check list, bad check form, vehicle impoundment form, 
traffic hazard reports, etc. 

 
Undertake community oriented police work, and assist citizens with such matters as locked or stalled 
vehicles, crime prevention, Drug Abuse Resistance Education (DARE), traffic safety, etc. 

 
Coordinate activities with other officers or other City departments as needed; promptly notify and 
exchange information with officers in other law enforcement agencies, and obtain advice from the City 
Attorney, Court Administrator, and Municipal Prosecutor's Office regarding cases, policies and 
procedures, as needed and assigned. 

     
Maintain contact with police supervisory personnel to coordinate investigation activities, provide mutual 
assistance during emergency situations and provide general information about Department activities. 

 
Effectively communicate with suspects, witnesses, victims, the public and other law enforcement 
personnel. 

 
The ability to maintain confidentiality of information. 
 
Maintain departmental equipment, supplies and facilities. 

 
Serve as a member of various committees as requested. 

 
Regular, predictable and punctual attendance. 

 
Ability to work extended or irregular hours. 
 
Enforces all City and State codes, ordinances, laws and regulations (both traffic and 

criminal) in order to ensure public safety, prevent crime, and promote security. 

 

Exercises rational judgment in all job responsibilities. 

 

Maintains the confidence and trust of peers, subordinates, superiors, and citizens. 

 

Thorough knowledge of modern law enforcement principles, procedures, techniques, and equipment. 
 
Other duties as assigned by supervisors. 

 

Any and all other duties as assigned by the Chief of Police. 

 
Supervisory Responsibilities 
Works under the close supervision of the Sergeant of Police. 
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Qualifications 
To perform this job successfully, an individual must be able to perform each essential 

duty satisfactorily. The requirements listed below are representative of the knowledge, 

skill, and/or ability required. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

Education and/or Experience                       
Must have either a 2 year associate degree or a 4 year degree from an accredited college.  Must have 
either completed a Wisconsin 520 hours basic law enforcement training course (certifiable) or another 
state’s equivalent or must be certified as a Wisconsin Law Enforcement Officer or another state’s 
equivalent.  An applicant must be at least 21 years of age at time of application. 

 

Language Skills                       
Ability to read, analyze, and interpret professional journals, technical procedures, or 

governmental regulations.  Ability to write reports, business correspondence, and 

procedure manuals.  Ability to effectively present information and respond to questions 

from groups of managers, clients, customers, and the general public. 

 

Mathematical Skills                       
Ability to add, subtract, multiply, and divide in all units of measure, using whole 

numbers, common fractions, and decimals.  Ability to work with mathematical concepts 

such as probability and statistical inference.  Ability to apply concepts such as fractions, 

percentages, ratios, and proportions to practical situations. 

 

Reasoning Ability                       
Ability to solve practical problems and deal with a variety of concrete variables in 

situations where only limited standardization exists. Ability to interpret a variety of 

instructions furnished in written, oral, diagram, or schedule form. 

 

Computer Skills                       
To perform this job successfully, an individual should have knowledge of Microsoft 

Word and other police department related software.  Ability to work with various 

computer hardware and other computer related equipment.   
 

Certificates, Licenses, Registrations  

Valid Wisconsin Driver's License 

 

Maintain a current Basic Law Enforcement Training Certification 

 
 Firearms Certification, and must qualify for firearms four times annually. 

 
Ability to meet Department's physical standards. 
 
Maintain Intoximeter Certification. 
 
Maintain Preliminary Breath Test Certification. 
 
Radar Certification. 
 
Maintain CPR/First Responder Certification. 
 
Firearms Certification, and must qualify for firearms, four times annually. 
 
The following certifications are to be obtained as assigned: 

   Wisconsin Drug Screen Test Kit 
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   Narcotics Identification Kit 
   Canine Certification 
   D.A.R.E. Certification 
   Field Training Officer Certification 

 

Physical Demands 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

While performing the duties of this job, the employee is regularly required to use hands 

to finger, handle, or feel; reach with hands and arms and talk or hear. The employee is 

frequently required to stand; walk and sit. The employee is occasionally required to 

climb or balance; stoop, kneel, crouch, or crawl and taste or smell. The employee must 

frequently lift and/or move up to 10 pounds and occasionally lift and/or move more 

than 100 pounds.  Specific vision abilities required by this job include close vision, 

distance vision, color vision, peripheral vision, depth perception and ability to adjust 

focus. 
 

Work Environment 

The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

While performing the duties of this job, the employee is frequently exposed to fumes or 

airborne particles and outside weather conditions. The employee is occasionally 

exposed to wet and/or humid conditions; moving mechanical parts; high, precarious 

places; toxic or caustic chemicals; risk of electrical shock; explosives and vibration. 

The noise level in the work environment is usually moderate.  At certain times the noise 

level may be very loud (fire arms training and emergency vehicle response). 
 
 Other Qualifications 

Tools and Equipment:  Police car, police radio, handgun and other weapons as 

required, baton, handcuffs, first aid equipment, personal computer, telephone, fax, copy 

machine, calculator, typewriter, intoximeter, and oleoresin capsicum spray. 
 

Other Skills and Abilities                       
Analyze and recommend improvements to equipment and facilities, as needed. 

 

Schedule and conduct meetings. 

 

Maintain liaison with community groups. 

 

Confer with citizens and officials on law enforcement and community problems, 

attempting to resolve problems and recommend appropriate programs and activities. 

 

Answer telephone; provide information, advice and guidance; take and relay messages 

and/or direct calls to appropriate personnel; return calls as necessary. 

Prepare various reports, forms, invoices, correspondence, and other documentation; 

Process, complete, maintain, and/or forward, as appropriate; files and logs. 
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Attend meetings, training sessions and seminars as required to remain knowledgeable of 

City/departmental operations, to promote improved job performance, and to stay current 

with changing policies and procedures, codes, and criminal/civil case law. 

 
Thorough knowledge of modern law enforcement principles, procedures, techniques, and equipment.  
Ability to learn the applicable laws, ordinances, and department rules and regulations 

 
 Skill in operating the tools and equipment listed above. 
 
 Ability to perform work requiring good physical condition and stable/balanced mental condition  
 
 Ability to establish and maintain effective working relationships with peers, and supervisors. 
 

Ability to identify problems and opportunities, reviewing possible alternative course of action before 
selecting one, utilizing information resources available when making decisions, sometimes under 
extreme pressure or stress.  
 
Ability to develop feasible realistic solutions to problems, recommending actions designed to prevent 

problems from occurring and referring problems to supervisions when necessary. 
 

Ability to establish systematic methods of accomplishing goals. 
 
 Ability to effectively convey ideas and information both in written and oral form 
 

Ability to effectively read and understand information contained in memos, reports, bulletins, etc. 
 

Ability to evaluate or make independent decisions, based upon experience or knowledge, without 

supervision, sometimes under extreme pressure or stress. 
 
 Ability to follow instructions from supervisor, verbally or in written form. 
 
 Ability to set priorities in order to meet assignment deadlines 
 
 Any and all other duties as assigned by the Chief of Police. 

 

Miscellaneous 

The duties listed above are intended only as illustrations of the various types of work 

that may be performed.  The omission of specific statements of duties does not exclude 

them from the position if the work is similar, related or a logical assignment to the 

position.   

 

The job description does not constitute an employment agreement between the 

employer and employee and is subject to change by the employer as the needs of the 

employer and requirements of the job change. 


